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A control file 
is updated by 
payroll staff 
which sets 
pay period 

information.

Payroll runs a 
batch job that sets 

up on-line PTL 
files for data entry 
for the agencies 

twice monthly after 
supplemental 
payroll is run.

Extract Time 
& Attendance 

from PTL 
entered by 
agencies.

Files come in 
from agencies 
that do not use 
PTL but have 
systems that 
interface with 

UPPS.  Payroll 
is notified by e-

mail from 
agencies when 
files are ready.  

Extract Time & 
Attendance files from 
POT files entered by 

agencies.  Output 
from extraction is a 

regular Time & 
Attendance dataset 
and an expanded 

labor Time & 
Attendance dataset.

Payroll runs a batch 
job that proportions 
leave time for hours 

worked for labor 
distribution from data 

entered into PTL.

Payroll runs 
another batch job 
that proportions 
leave time for 

hours worked for 
labor distribution 

from data entered 
into POT.
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Payroll runs a batch 
job that has input 

from POT/PTL 
consisting of a 150 
byte record.  This 

creates 2 files which 
are matched up after 

payroll runs.

Military Affairs 
submits payroll 
transactions in 

McCormick & Dodge 
format for 3 types of 
pays (Emergency, 
Subsistence and 

Hazardous).  This is 
done on 

supplemental payroll 
only.

Transportation 
submits to payroll 

Time & Attendance 
using McCormick & 
Dodge  formatted 

records.

LRC submits Time & 
Attendance expense 

allowances using 
5 datasets.

Smaller 
agencies (i.e. 
Boards and 

Commissions) 
send timesheets 
to payroll staff to 

be keyed 
manually.

An update to the payroll 
system for time & 

attendance is performed 
at this time.  Edits are also 

performed to ensure 
regulatory & statutory 

requirements are met and 
policies are adhered to. 

Reports are put on RDS/
Document Direct as a 
result of the update.

Manual payments 
to an employee 

require adjustment 
to the payroll 

master.  These 
records are 

manually keyed by 
payroll staff.


